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FAI Quick Start Guide

Overview

1.1

Introduction

The FAI Quick Start Guide was created to help individuals navigate through Federal Acquisition Institute (FAI) Internet Training
Application System (FAITAS). FAITAS allows trainees to create/update their training profile, enroll in Resident and Virtual training

courses along with reviewing their FAI training history.

,f,'; Federal Acquisition Institute - Microsoft Internet Explorer provided by Defense Acquisition University
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1.2 Creating or Managing a Training Profile

Trainees can also reach the FAITAS Main Page by entering the URL into their browser.

https://www.atrrs.army.mil/channels/faitas/student/logon.aspx?caller=1. Logon — enter your SSN (you will be asked to verify your SSN
after clicking the Logon button). If this is your first time entering into the FAI site you will be required to create a profile and provide all

data requested (** this is a secure site).

/2 FAITAS Student Logon - Microsoft Internet Explorer provided by Defense Acquisition University
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FATAS User Guide

Notice to First Time Users
Clazs Prereguizite Information

Contact Us
FAQ
Privacy and Security Notice

Federal Acquisition Institute (FAI)

a link to your TAS please click here.

The Federal Acquisition Institute (FAI) Internet Training Application System (FAITAS) is for use only by Federal
Departments/Agencies/Bureau employees to submit training applications for FAl/Defense Acquisition University (DAU)
Training. This includes classroom, Distance Learning classes and Continuous Learning classes. Department of Defense
Military, Civilians, and Contractors must apply for DAU training via the appropriate Training Application System (TAS). For

Non-US Personnel Working Qutside the USA - Please read

Federal Acquisition Institute for Continuous
Learning Events (FAICL)

Warning & Usage Statement

Thiz iz a Department of Defense Computer System. This computer system, including all related equipment, networks, and network devices (specifically including Internet
access) are provided only for authorized U.S. Government use. DoD computer systems may be monitored for all law ful purposes, including to ensure that their use iz
authorized, for management of the system, to facilitate protection against unauthorized access, and to verify security procedures, survivability, and operational security.
Menitoring includes active attacks by authorized DoD entities to test or verify the security of this system. During monitoring, infermation may be examined, recorded, copied
and used for authorized purposes. Al information, including personal information, placed or =ent over this system may be monitored.

=
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Learning Module
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Figure 2 FAITAS Logon Page
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Verify SS# and select the Submit button

/2 FAITAS Course Search - Microsoft Internet Explorer provided by Defense Acquisition University

@;} - Iﬁ https: v, atrrs, army . milfchannels/faitas fstudent fmain, aspx
12? ale m FAITAS Course Seatch | |

This step will be
removed from the future
version of FAITAS,
scheduled for release in
May, 2011.

FEDERAL ACQUISITION INSTITUTE TRAINING APPLICATION SYSTEM

Student Menu

Apply for Training

Welcome to

Create / Update Profile

Cancel Training Requests

Resend Approval Email

Review Training Reguests

55N Confirmation

Search for Continuous
Learning Modules

Student Training History
Logoff

The Federal Acquisition Institute (FAI) |
submit training applications for FAI/T

To validate the SSN that you are logging on with, pleaze reenter the S

twice in the boxes below:
55N: I

Enter SSN confirm
and select the

Agencies/Bureau employees to
rning classes and Continuous

Federal Acquisition Institute (FAL)

Federal Acquisition Institute for Continuous
Learning Events (FAICL)

Hel k . - o
Learning classes. Department of Defi Confirm SSi: Submit button. fe Training Application System
FAITAS Student Guide

Class Prerequisite Information

-Subm'rt

dinEsis Please read

FAQ

Privacy and Security Notice ase visit:
h Page

O P e LW ) P S e ] S LWL e mlog)

Access the FAITAS Quick Reference for information on how to apply for courses in FAITAS.

Questions?
FAl Customer Service
FAIl Customer Service Ticket
703-805-2300 Option 3

DAU Customer Service Feedback Form
703-805-3459

Ver. 12011
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FAI Quick Start Guide

You are in FAITAS. If you are a first time user create a training profile. If you have a profile and are applying for
training select Apply for Training under Student Menu and skip to the Applying for Training section of this document.

f‘ FAITAS Course Search - Microsoft Internet Explorer provided by Defen, . i
Click Apply for — 51
j%‘ || X ILive Search o~

@ B - Q%; - I-_:_‘I"Page - -@Tools =
-

Welcome to

Training to submit
training request.

@: - Iﬁ https:,l’,l’www.atrrs.army.miI,l’channels,l’Faitas,l’student,l’main.ajj

12? e mFAITAS Course Search |

FEDERAL ACQUISITION INSTITUTE TR/ ge

Student Menu

Apply for Training

Create /UpdatePofle | Create/update your contact F A I

e information and manage your

Eese Aop il Fruck ] TRAINING APPLICATION SYSTEM

Review Training Requests profile. Be sure to update your

e e profile regularly. sition Institute Training Application System (FAITAS)

StudentTraning story The Federal Acquisition Institute (FAI) Internet Training Application System (FAITAS) is for use only by Federal Departiments/Agencies/Bureau employees to

Locoll submit training applications for FAl/Defense Acquisition University (DAU) Training. This includes classroom, Distance Learning classes and Continuous
Learning classes. Department of Defense Military, Civilians, and Contractors must apply for DAU training via the appropriate Training Application System

FAITAS Student Guide (TAS). For a link to your TAS please click here.

Class Prerequisite Information

EoERis Non-US Personnel Working Qutside the USA - Please read

FAQ

Privacy and Security Notice For information about FAl and DAU courses, please visit:

_ Federal Acquisition Insfitute Course Information Page

Federal Acquisition Institute (FAD) Defense Acquisition University Catalog (iCatalog)

Federal Acquisition Institute for Continuous . . . i
Learning Events (FAICL) Access the FAITAS Quick Reference for information on how to apply for courses in FAITAS.

Questions?
FAl Customer Service
FAI Customer Service Ticket
703-805-2300 Option 3 o

DAU Customer Service Feedback Form
703-805-3459

=]
,— ,— l_ l_ |_ |_ €D tnkernet H100% * g

Figure 4 FAITAS Main Page

Ver. 12011 6
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Populate the content fields appropriately and select the Update Profile button at the bottom of the screen.

¢ FATTAS Student Profile - Sicrosoft Internet Enploses provided by Defense Soqusiion University BRSSO e e T :Iﬂ—ﬂ

’GT" N et sy oot s / Confirm that your name is correct
W e Sudect Profe |=) and that you have your First and

[ create / Update Frofie Last in the appropriate fields.
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Pay e 5 ] oy a7

FATTAS Satant fusle Cxdian b Serey |1 102 i, SN2
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Duty Possion Tiie: |40

Contaci Ll

Emer gency POC Contsct info [Fremary)
FL

- = Firsi Mame: [S8mpE Last Heme: !"—"\-I""I'E

Brivady ared Seduiity bokoe
J s

Confirm that your email address is
correct. If your address is not

correct you will not receive =
confirmations or notifications. You

Phome: l'«f'a I!J|L|

Sudent's Conderd Infa

Ageney: | Depariment

Faders Aorumten Irsteny FAl

Federsl dogemSon lnstenes for Contruos

Z] pareses,
Lemmeng Evends [PARCLY

Ageney frene [LEEH . .
v P Tt [ oAt must use a verifiable federal email
Conntry where cureenily fecwid: [ INTED STATES address to use the system.

Work Phone: [552 . [555 _[334  pa|

ek Fae | | -l

Vork | Proferred bmak | "sEEresmesrRmuneggsy =

Bupasnnnr Contes Infg;

x ;-::: E .F= SeleFt Update
IR e Profile to
o save changes.

"""""""'""'"'""'""'"""F’l’gﬁl'le'b"lsfbﬁl'e']f’?a'g'é"'""' o

Verify your supervisor’s email
address!!! If your supervisor’s
email address is incorrect he/she
will not receive the request nor
be able to approve your training.
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1.3. Apply for Training

Before you can enroll in a class you must review and agree with the FAI Registration Policies. After you select the “I
Agree” button you will be able to review the information for training courses.

/2 FAITAS Course Search - Microsoft Internet Explorer provided by Defense Acqui

n University

@N—'\;;‘ - Iﬁ https: v, atrrs, army milfichannels/faitas/coursesfcrssearch, aspx
12? he mFAITAS Course Search | |

j&“§||g| ILive Search

&v v@vlﬁvPagev@Toolsv #

Create [ Update Profile

Cancel Training Requests

Resend Approval Email

Linios

Review Training Reguests

Search for Continuous

# Pleaze make sure that you have met all the pre

fora courea bafore oo gnnh

In order to select a course, first select a Training Category. You can then click on the scrol-bar to find the appropriate course.

DAU clazsroom courses have limited seats avg
Department of Homeland Security (OHS) claze

Learning Modules attend.

Student Training History
Logoff

FAITAS Student Guide

Training Category:

¥ FA| Classroom Courses

Class Prerequisite Information
Contact Us
FAQ

' DAU Classroom Courses

Privacy and Security Notice

Federal Acquisition Institute {FAI)

Federal Acquisition Institute for Continuous
Learning Events (FAICL)

» Courzes taken for certification purpozes requir

& Online Training Courses (ex. ACQ 101, CON 110, §

& Dept. of Homeland Security (DHS) Clazssroom Cour|

 Continuous Learning Medules (ex. COR Training, Cf

Search for Continuous Learning Modules

Select a course by clicking on the down arrow, scrollin

Course: I CON 100 (FAl) - SHAPING SMART BUSINES)

Read information and click “I
Agree” to proceed.

Federal Acquisition Institute Registration Policies

FAl provides training courses to federal employses of executive civilian agencies.
Department of Defense employses (civilian and military} may attend FAI courses with
approval from their DACM. Contact your service DACM for more information.

FAl strictty prohibits walk-in registrations

Students who fail to appear to FAl residential training (*no-show™) will be barred from
enrolling in the same course on FAITAS for the next 6 months. Cancellations can only be
requested prior to the clazs start date. To cancel a residential course, log onte FAITAS
and use the “Cancel Training Regquest”™ function. This policy does not apply to online
courzes. For enling courses, send a cancellation request to dauhelp@dau. mil.

Every reazenable effort will be made to accommodate studentz with 2pecial needs when
the request iz identified through FAITAS. The FAI Helpdesk Office is responsible for
arranging all FAl rezident course accommedations. FAl requests that students with
=special nesds notify the FAI Helpdesk 90 days prior to the class start date to ensure that
appropriate accommodations are made. If no request i identified during the registration
process or in sufficient time to respond, FAI cannot guarantee that the request wil be
granted.

Prerequizite training must be completed prior to applying for any training course.
Failure to complete prerequisite training wil result in a dizapproved application.

DAL classroom courses have limited seatz available for nen-DeD employees. Please keep
in mind that applying for a course does not guarantee that you wil be approved to attend.
Department of Homeland Security (DHS) clazsroom courses have limited seats available
for non-DHS employees. Please keep in mind that applying for a courze does not
uarantee that you will be approved to attend. 45 days prior to the class start date, DHS
lazzroom courses will be available for the acguisition community.

ourzes taken for certification purpozes require the approval of the certifying authority.
lyilian agencies do not have the autherity to issue DAWILA certificates.

& waitlizted for the =ame courze multiple times, once you are approved into cne
er waitlists for that course are deleted.

| Agree | | Dizagree

b will be approved to attend.
courze does not guarantee that you will be approved to

ficates.

Done

Ver. 12011
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FAI Quick Start Guide

Training courses are categorized by either Resident/FAI Classroom Courses or Virtual Courses {i.e. Online Training
Courses (ex. ACQ 101, CON 110, BCF 102) Continuous Learning Modules (ex. COR Training, CLC 106)}.

/=~ FAITAS Course Search - Microsoft Internet Explorer provided by Defense Acquisition University — |ﬁl |5|

@;}v Iﬁhttps:,l’,l’www.atrrs.army.miI,l’channeIs,l’Faitas,l’courses,l’crsSearch.aspx j ﬁ 4| X ILiveSearch P-

12? e m FAITAS Course Search

| | @'Ev@vg%gev@holsv)

Student Menu

Apply for Training

Create [ Update Profile
Cancel Training Requests
Resend Approval Email
Review Training Reguests

Search for Continuous
Learning Modules

Student Training History
Logoff
oo |
FAITAS Student Guide
Class Prerequisite Information
Contact Us
FAQ

Privacy and Security Motice

Eadaral Aeoyicitioe Tooki e (E

/The Onl |ne Training Courses rse by clicking on the down arrow, scroling down, and clicking on the de

radio button list online
training courses available
through the Defense
Acquisition University
(DAU). Trainee has three
attempts to pass the exam
and must complete the

Qurse in 60 days.

FEDERAL ACQUISITION INSTITUTE TRAINING APPLICATION SYSTEM

Provide Training Criteria

Perform the following steps to provide training criteria

In order to select a course, first select a Training Category. You can then click on the scrol-bar to find the appropriate course.

# Please make sure that you hawve met all the prerequisites required for a course befors you apply.

« DAU classroom courses have limited seats available for non-DoD employees. Please keep in mind that applying for a course does not guarantee that you will be approved to attend.

» Department of Homeland Security (DHS) clazzroom courzes have limited =eatz available for non-DHS employeez. Pleaze keep in mind that applying for a courze does not guarantee that you will be approved to
attend.

# Courzes taken for cerification purposes require the approval of the cerifying authority. Civilian agencies do not have the authority to issus DAWIA cerificates.

FAI Classroom Courses radio button list FAI
Resident Courses (i.e. CON, PBA, FAC-PPM,
and IBN). FY2011 Course Schedule includes
locations, dates and times and is located online at
http://www.fai.gov/training/courseldt.asp

Training Category:
¥ Fal Classroom Courses
s Online Training Courzes (ex. ACQ 101, CON 110, BCF 102}
" DAU Classroom Courses

& Dept. of Homeland Security (OHS) Clas=room Courses

” Continuous Learning Medules (ex. COR Training, CLC 108)

earch for Continuous Learning Modules

QN 100 (FAI) - SHAPING SMART BUSINESS ARRANGEMENTS ;I

The Continuous Learning Modules radio
: button list continuous learning courses
j“ oreesss available online through DAU. When

searching for a Continuous Learning (CL)

To access the FAI Online Customer Service Ticket, please ciick here. Modu|e, be sure to search by t|t|e, as they are
in alphabetical order. CL course codes are
Figure 7 Course Search Page NOT in sequential order. Trainee has 99
/ attempts to pass the exam and must complete

Ver. 12011

the course in 30 days.
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Enrolling in a Resident or Virtual Training Courses

Acquisition training courses have to be taken in order. If you completed training from an approved outside vendor and
need to prove that the perquisite has been satisfied email the certificate of completion to Training@FAI.gov.

/= FAITAS Course Search - Microsoft Internet Explorer provided by Defense Acquisition University o | = |5|
@ - Iﬁ hittps: fjwwe, atrrs, army milichannels faitas/courses/crsSearch, aspx j % |E| |z| ILive Search |}J '|
w e mFP.ITP.S Course Search | | @ - - dgb - Ij’ Page - @ Tocls »

=

Student Menu Prowide Training Criteria

Apply for Training Perfarm the following steps to provide training criteria
Create / Update Profile

Step 1

Cancel Training Requests

Resend Approval Email In order to =elect a courze, firzt =elect a Training Category. Y'ou can then click on the =croll-bar to find the appropriate course.

# Pleaze make sure that you have met all the prerequizites required for a course before you apply.

Review Training Requests « DAU classroom courses have limited seats available for non-DoD employees. Please keep in mind that applying for a course does not guarantee that you wil be approved to attend.

Search for Continuous # Department of Homeland Security (DHS) classroom courses have limited seats available for nen-DHS emplovees. Please keep in mind that applying for a courze does not guarantee that you will be approved to
Learning Modules attend.

— - # Courses taken for certification purposes require the approval of the cerifying authority. Civilian agencies do not have the authority to issue DAWIA cerificates.
Student Training History

Logaff

" et Select the appropriate
< (:. ds=sroom LOUurses H
FAITAS Student Guide P : radio button from the
[ Online Training Courses (ex. ACQ 101, CON 110, BCF 102)

Class Prerequisite Information Trai n i ng Category.

" DAL Classroom Courses
Contact Us

FAQ

& Dept. of Homeland Security (OHS) Clazsroom Courses

("' N N ! P
Privacy and Security Notice Continuous Learning Modules (ex. COR Training, CLC 108}

Federal Acquisition Institute (FAL)

Search for Continuous L earning Modules

Review the Course drop down
menu and highlight the class
that you would like to request.
Select the Search button under
Step 3.

Federal Acquisition Institute for Continuous s N . N
Learning Events (FAICL) Select a course by clicking on the down arrow, screling down, and clicking on the desired course.

Courge: | CON 100 (FAI) - SHAPING SMART BUSINESS ARRANGEMENTS LI

00 (FAI T BUS HEANG
CON 120 (FAI) - MISSION FOCUSED CONTRACTING
CON 215 (FAI) - INTERMEDIATE CONTRACTING FOR MISSION SUPPORT
Click 'Sear) CON 217 (FAl) - COST ANALYSIS AND NEGOTIATION TECHNIQUES

CON 218 (FAI) - ADVANCED CONTRACTING FOR MISSION SUPPORT

’E CON 353 (FAI) - ADVANCED BUSINESS SOLUTIONS FOR MSN SUPPORT
FAC PPM 100 - FAC P/PM GOVERNMENT SPECIFIC CAPSTONE (ENTRY)
FAC PPM 200 - FAC PPM GOVERNMENT SPECIFIC CAPSTONE (MID)
FAC PPM 300 - FAC PPM GOWVERNMENT SPECIFIC CAPSTONE (SENIOR)
IBM - INTEREST BASED NEGOTIATIONS
PBA - PERFORMANCE BASED ACQUISITION (PBA)

Fervice Ticket, please click here.

AFFICIAL USE ONLY

- . . . ([ | B - g ery—y T . _,
Figure 8 Enrolling in a Courses Page
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The system will return with the course option that you selected. Review the course location information and choose the
class location that you desire.

/= FAITAS Course Location Listings - Micrasoft Internet Explorer provided by Defense Acquisition University

=13
=1 & |61 ¢ | e searen [2]]
T - B - v b Page v (G Task + 7

=
FEDERAL ACQUISITION INSTITUTE TRAINING APPLICATION SYSTEM

G@ - Iﬁ hitps: fw, atrres, army. milfchannels Faitas courses{crlist, aspx?crs=CON%20100%20(FALSr blourse Type=FAIL

W% 4 (FaITAS Course Location Listings | |

Student Menu

Apply for Training

Select the desired location. (The virtual campus web address is the location for web based courses, and you must click on t.) Course Locations that are displayed with an asterisk () and in red indicate classes with no available seats. You may stil apply for a class with no available seats.
Create / Update Profile Course ir including for FAI courses, is available at FAl's Course Information and Schedule Page.
e = Information on DAU courses can be found on DAU's Course Schedule Page.

DHS course descriptions can be found on the DHS Course Catalog Page.
DAU Course Schedule

Cancel Training Requests

; Course Title
Resend Approval Email
COM 100 (FAI)

Review Training Requests

Student Training History

SHAPING SMART BUSINESS ARRANGEMENTS
Logoff

ree "= ——

elp

p——— seveer________________________________________ Jams ______ fwwe _____fwn |
ARLINGTON FEDERAL ACQUISTION INSTITUTE (FAI} 48

FAITAS Student Guide

Class Prerequisite Information
Contact Us
FAQ

Privacy and Security Notice

Federal Acquisition Institute (FAI)

Selecting the location
Learning Events (FAICL) - - -

will provide details
about the seats available
for each class.

-]
[T T T [ & mntemnet [®wow ~

Figure 9 Courses Location Listing Page
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The system will provide you with a class or a list of classes avalible at that location for the course that you identified.

/2 FAITAS Class Listings - Microsalt Internet Exphorer provided by Delense Acguisition University i8] x]
(€[S [rr———— Jelsist, Alfcr ==COMH- 100+ (AL bocakcr=ATLANT A, %20 Ghipocadt m=ATLAT RIS e (£
i [FATas Oass wistings I [ R s [ - e s rhage e (GTods e ™

=

FEDERAL ACQLISITION INSTITUTE TRAINING APPLICATION SYSTEM

Aopky for Training
Create / Update Frofie

o

CBek o thr CLASS WUNBER to seict ihe class you wish 10 afiend. This saiecton wil be s00ed 10 yOUr Segistaion request Chies Numbers displyed wilh an salersk (%) and n 180 ndicsts o walabie seats

DAL Course Schedds ATLANTA (A FEDERAL ACOUSTION BSTITUTE FAN CON 100 FA&0 SHAPNG SUART BUSMESS ARRANTEUENTS
Cance| Traning Reguesis

fiesend pproval Emad
| | T G erervoncat s TR T N T
Revew Trarng Requests

11 Lacai Students / Onege Hay 122911 ay 182001 My 18,2011 “ ]
Shident Traning Hetary

Lol

FRegetranon Poloy

FArTA S e ' Selecting the class

Cines Prevecuisns Information

Corci will notify the system

g — that you would like to
be added to this

Federal ACguisition Tretituie (FAT)

T T E i instance of the course.

Figure 10 Class Listing Page
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/7 FAITAS Student Application - Micrasoft Internet Explorer provided by Defense Acquisition University & x
mv ﬁ?’ups:.lfmw,&vs‘uw‘-w ] 201 18sch=SE98crs=CON+ | 00+FATiphase=tcls= 113 ;ﬂ 5 *,;-K\IL-.—;. h e
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oot
e

Privacy and Security Notice
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Resident courses require a supervisor’s approval. Once the supervisor approves the course FAI the request is placed in

queue for processing.
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The Continuous Learning Modules PDF provides a list of all available online courses continuous learning
courses/modules from the Federal Acquisition Institute (FAI) and the Defense Acquisition University (DAU).

http://www.fai.gov/pdfs/Continuous-Learning-Modules-02-04-2011.pdf.

DAU’s iCatalog is the interactive version of on-line courses/modules offered by DAU and FAl,

http://icatalog.dau.mil/onlinecatalog/tabnavcl.aspx.

| fj Defense Acquisition University's iCatalog - Microsoft Internet Explorer provided by Defense Acquisition University - |EI|1|
@: - Ig‘ http: ficatalog, dau. il j N (B Iicatalog ol

1
| {‘.? ﬁ'ﬁ? @ Defense Acquisition University's iCatalog

& - & - g%.; - :“’Pagev -'__{‘;}Toolsv >

x\

_
=

DEFENSE ACQUISITION UNIVERSITY

Learn. Perform. Succeed.

Home | About DAU | Student Information | Publications | Locations | Careersat DAU i | Defense Acquisition Portal

Enhanced by (00 ngi.'

DAl Home Page
| Need Training
Continuous Learning

Knowledge Sharing

Miz=zion Assistance

Predecessor Courses
4

GO |
DAU GLOBAL TOP 5 *

Training Courses | i - ;3]: i 4\?
; 7 o
e ATALOG o - P 2 R
ICATALOG MENU Continuous Learning | [ | = - E;__ 7] S “"\.4
iCatalog Feedback » AR S
Course Information Targeted Training | Course Schedule Prerequisites &
Apply for a Course Predecessors —
Course Info 4
Core Plus Dev Guide »
Equivalency Fulfilment b Equivalent Products | mern D
Pre-Coursework & Info - Fulfillment | stateme ’AU
Student Policies & » oover V\F'\ ‘
Info Alternate Means | Equivalent Provider Resources | Student Policies DAU Campus
Schedules for Course Credit and Infarmation Information

iCatalog Home Page

DAU's Interactive Catalog (iCatalog) provides information regarding the
University’s:

* Regular (cerification and assignment specific) training courses

* Continuous learning courses

* Thevarious acquisition career field certification & Core Plus Development Guides
* Alternate means to meet training requirements etc.
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